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Internal Applicant Procedure 

Rehire, Promotion, Demotion, Internal Transfer 

Procedure 
The Internal Recruitment Action/Reason codes allow SPD to note that an employee has been 
hired for the posted vacancy. Using this new action/reason code sequence will allow the 
requisition to close and remove it from the job bank. 
 
Begin the desired transaction (Rehire, Promotion, Demotion, or Transfer) using the instructions in 
your Guide to Workforce Administration Manual. Once you have reached the job data panels, 
use the following directions to record the Internal Recruitment.  
 
Remember for a Rehire, Effective Sequence 0 will record the Rehire action with the appropriate 
reason code (AFF, ELC, RFL, REN, REP, RHN, RPL). Upon adding a row, Effective Sequence 
1 will reference the Transfer Action and Internal Recruitment (INT) Reason. 
 
For Promotions, Demotions, and Transfers requiring a Requisition, Effective Sequence 0 will 
reflect the Transfer/Internal Recruitment Action/Reason. Upon adding a row, Effective 
Sequence 1 will record the appropriate action/reason codes for the promotion, demotion, or 
transfer.  
 
The following directions demonstrate hw to record a promotoin for an employee.  
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Step Action 
Click the Add a new row at row 1 (Alt+7) button. 1.   

 
Enter the action's effective date into the *Effective Date field. Enter "093005". 2.   

Press [Tab]. 3.   

Click the Action list. 4.   

 
Select an entry from the list.  5.   

Click in the Reason field. 6.   

 
Enter the correct reason code into the Reason field. Enter "int". 7.   

Press [Tab]. 8.   

Click the Job Requisition button. 9.   
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Step Action 
Click the Job Requisition link. 10.   
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Step Action 
Click the Add a new row at row 1 (Alt+7) button. 11.   

 
Enter the action's effective date into the *Effective Date field. Enter "093005". 12.   

Click in the Effective Sequence field. 13.   

 
Enter the correct sequence number into the Effective Sequence field. Enter "1". 14.   

Click the Action list. 15.   

 
Select an Action from the list.  16.   

Click the Look up (Alt+5) button next to the Reason field. 17.   
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Step Action 
Select the appropriate reason from the list. 18.   
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Step Action 
Resume the instructions in the Guide to Workforce Administration for the action 
being processed.  

19.   

End of Procedure.20.   
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